Accounts Payable Job Aid

/f) Cardinal

DOA AP312: Backup Withholding

Backup Withholding Overview

The IRS sometimes requires backup withholding from all payments to a vendor. The amounts withheld

are forwarded to the Internal Revenue Service (IRS).
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Updating a Vendor for Backup Withholding

1. Navigate to the Supplier Information search page using the following path:

Main Menu > Suppliers > Supplier Information > Add/Update > Supplier

Faworites = Main Menu = » SGuppliers = » Supplier Information » » Add\Update»

Supplier Information

ank for 3 list of all walues

un
[=]

Enter any information you have and click Search. Leave field

Find an Existing Value || Add a MNew Value

Search Criteria

E=til|= W STATE Q
Supplier ID

Persistence o
Short Supplier Na o |
Q
Q
Financial Sanctions E:at.s|= V| | o

O include History Ocormect History O case Sensitive
Limnit the number of results to (wp to 300): (300

Clear | Basic Saarch _'J Sawe Search Crteria

The Supplier Information search page displays.
Enter the SetID: STATE

Enter the Supplier ID of the vendor you need to update.

a > W DN

Click the Search button.
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Fawvorites Main Menu = » GSuppliers » » Supplier Information » » Add\Updste~  Suppler

Summary I Identifying Information I Address || Contacts Location Custom

SetlD STATE
Supplier ID 0000061635

Supplier Short Mame KEESLING KEESLING-001
Supplier Name FRAMK KEESLING

Order KEESLING-001
11903 FOLLY LANE
LOVETTSVILLE, VA 20180

Remit To KEESLING-001
11903 FOLLY LANE
LOWVETTSVILLE, WA 20180

Status Inactive Last Modified By A4 CARDIMAL_BATCH_AF
Persistence Regular Last modified date 10/0572018 10:114M
Classification Mon-\'endor Payes Created By WV_COMW_LOAD
HCM Class Created Dateftime 11/11/2011 3:14FPM
Open for Ordering Yes Last Activity Date 11/1172011
Withholding Mo
|Gl Sawe ||[af Retun to Search =] Motify e Add [ Update/Display & Include History “# Correct History

Summary | ldentifying Information | Address | Contacts | Location | Custom

6. The Suppliers’s Summary Information page displays.

7.  Click the Identifying Information tab.
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Summary Identifying Information | Address | Contacts

SetiD STATE

Supplier I 00000616835
*Supplier Short Name KEESLING

Favorites = Main Menu = + Suppliers » > Supplier Information » » AddUpdate» » Supplier

KEESLING-001

Custom

*Supplier Name FRAMK KEESLING

*Classification [Non-Vendor Fayes

Additional Name
iﬂ\holding
] .
<] Check for Duplicate Open For Ordering

HCM Class |

~] *Syupplier Audit |Defzult

*Persistence [Regular

| Supplier Audit

*Supplier Status [Approved

Supplier Relstionships
Dﬁorpnra.te Supplier
Corporate 5etiD STATE

Corporate Supplier ID 0000061635
FRAMK KEESLING

Create Bill-To Customer

Supplier Rating

Supplier Logo

Additional 1D Mumbers

Duplicate Invoice Settings
Government Classifications
Standard Industry Codes
Additional Reporting Elements

Financial Sanctions 5tatus

Comments

Expand All Collapse &8

[GlSawe ||[E Return to Search = Motify

[ Create Eill To Customer

Summary | ldentifying Information | Address | Contacts | Location | Custom

Expand All Collapse AN
Antachments (0)

O interUnit Supplier

InterUnit Supplier IO a,
Supplier Hierarchy ~ Supplier 350

a1 Include History ||| Comect History

8.  Click the Withholding checkbox.
9. Click the Location tab.
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Favorites = Main Menu » = Suppliers + » Supplier Information » » AddUpdates  Supplier

Summary || Identifying Information Address Contacts |§

Setid STATE
Supplier ID 0000081835 Short Supplier Name KEESLING-001 Supplier FRAMK KEESLING

A suppler location is 3 default set of rules which define how you conduct business with a supplier.

Laocation Find | View All First ‘& 1of 1'% Last
+ [=
*Location [MAIN Default RTV Fees Atachments (T)
Description |Main Location
Dietails Find | View All First ‘4 1of1 '® Last
*Effective Date [01/01/1801 | Effective Status =
Collapse A
Options Payables Procurement SalesUezz Tax
Additional ID Numbers
Comments
Internet Address
VAT
Expand All Collapse Al
il Save 1f Return to Search =] Motify % Add UpdateDispls ¢ Include History ** Comrect History

Summary | ldentifying Information | Address | Contacts | Location | Custom

Click the (+) sign at the top of the Details section to create new effective dated information on the
Location.

Click the Global/1099 Withholding link.
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Withholding Supplier Information

SetiD STATE

Supplier ID D0000G1635

Location MAIN

Description Main Location

Short Supplier Name KEESLING KEESLING-001

Supplier HName FRANK KEESLING

Withholding Options

Withholding Information Personalize | Find | View All | 2| Eil

Main Information || Cwemides || Remit

“Withholding “Datault “Withhold

oK Cancsl

“withhalding Entity “Withholding Type b men Default Jurizdiciion Withheiding Claze Status Description
Q Q Q O Q Q
Withholding Reporting Information Personalize | Find | View Al | E:' First ‘&' 1of1
Main Information || Additional Info Verification Info || TIN Match
“Withholding Entity “Address Seq P;;,a Taxpayer lentilcaton pay no. PN Ward Date of Birth
a a, a, &,

1of1 '* Last

12. The Withholding Supplier Information pop-up displays.

Note: Information will default if the supplier has been marked as 1099 Reportable.

Withholding Options

Withholding Information |

Main Information I Dwvemrides || Remit

“Withnolding
Jurisdiction

“Default “Withhold

o vt ,
Witnhaiding Entity “Witnholding Type Withhoiding Clase Stafus

Default Jurizdiciion Descripticn

RS &, [10em &, [FED a M o7 @ WTHD |y |Withhold

Personalize | Find | View &l | 2] B

First '4' 1of1

' Last

13. Inthe Withholding Information section — Main Information tab, enter the following information:

a. Withholding Entity: IRS
b. Withholding Type: 1099
c. Withholding Jurisdiction: FED
d. Default Jurisdiction check-box: Checked
e. Default Withholding Class: 07
Note: this is the default but others can be added.

f. Withholding Status: WTHD
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15.

16.

17.
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Withholding Options

Withholding Information Personalize | Find | View All | & | & First ‘4 1of1 ‘¥ Last
Main Information Bemit

“withnalding Enfity “Withhciding Type Tﬂ'ﬂ?&'fi'«?il'; Defauilt Jurlsdiction :_Eﬁ,[:_:-'c!fdmg cians 's"f‘;'ﬂ:':"“ Description

RS <, (1088 Q, |FED a 07 4, |WTHD 3, Withhold (=
Withholding Reporting Personalize | Find | View &1l | - | & First ‘4

Information of 1 ‘% Last

Main Information || Additional Info

TEKPE]I'B[ Idantification
TINTYE®  pyombar

IF*E Q, 1] 4, |F J +|[=

Ok Cancel

“Withnolding Entity  *Address Saq

In the Withholding Reporting Information section — Main Information tab, enter the following
information:

a. Withholding Entity: IRS
b. Address Seq: 1

c. TINTYPE: Enter or select F for Federal employer ID Number, or S for Social Security
Number

Click the Overrides tab.

Personalize | Find | Viewall | ) B Fst 0 1081 @ Last

Vathholding Rule “withnoiing Conattion fcondition % SR YA yainngia it migsing

= 4=

Enter the following information:

a. Hold Pay Indicator: Specify at this Level

b. Hold Payment: Hold Withholding only

c. Withhold Rule Indicator: Specify at this Level
d. Withholding Rule: RULE1

e. Withholding Condition: Not Applicable

Click the Remit tab.
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Withholding Information Personalize | Find | Wiew &l | | Ei' First ‘4 10f1 '®/ Last
Main Information Cwerrides Remit
. “Remit
“Withhaiding Entity “Wiinhoiding Type 11w QMG Withhold o Remit Supplier  Remitto Location  Remiting Address
. Flag
IRS ) [100D & [FED A |[Entty & | man a a ] =
Withholding Reporting Personalize | Find | Viewall | 5| Ei' First 4
Informaticn of 1 ‘& Lact
Main Information || Additional Info
-witnnolding Entity  *Acoress Saq TIN Typs R’frl:';f”“""’"'““"“
RS a 1 AF |a +| =
Cans!
18. Enter information Remit tab:
a. Remit Withhold to Flag: Entity
b. Remitto Location: MAIN
19. Click the OK button.
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